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ADMY ATIVE INSTRUCTION 31 Tanuary 1851

NO.

" SUBJECT: Orientation and Indoctrination Course

1, a. An orientatlon ‘and indoctrination course wiil he conducted
for the purpose of acquainting new employees with the organization,
mission and functions of the Agency, and to give older employees
authoritative information on recent changes in Agency organization,

‘b, The program will be administered by the Director of
Training, and will con51st of a series of presentatlons by Agency
officials.

2. ‘The course will be held in the Recreation and Service Building
Auditorium (located near Quarters Eye). It is of 2 1/2 days' duration,
The first class will begin at 0200 hours, 13 February 1951,

3. Attendance

a. Mandatory for all employees grade GS-5 and above who
have Jomed the Agency since 1 October 1950.

b.  Employees grade GS-4, entering on duty since 1 October
1950, may be nominated by Office heads provided the employee is on
an ass:gnment requlrmg general knowledge of Agency organization and
operations.

c. Office heads may nominate personnel grade GS-4 and
above, employed prior to 1 October 1950, to attend the first class.
Nominations for thic category must be made promptly.to the Director
of Training (Ext. 3531). When all requests are received, each Office
head will be notified of the number who may attend, as: selectlons will
be based on avallable facilities.

d. Requests for excusing personnel indicated in paragraph
3a above from attendance at subject course must be submitted by Office

heads to the Deputy Director (Admmlstratlon) with Justlficatlol. in each

case.

4, The schedule and office quotas fot" the first class, together
with pertinent administrative details, will be published in a CIA Notice.

‘ ‘ ‘ . . WALTER B. SMITH
DISTRIBUTION: No. 2 . , _ '_Dit'ecto;; ‘

' CONFIDENTIAL

" Approved For Release 2001/08/02 ; CIA-RDP81-00728R000100010038-2

SR B




25X1A

<N
T OT
X

. mission and functions of the Agency, and to give older employees

" Auditorium (locat :d near Quarters Eye). It is of 2 1/2 days' duration.

‘ case.

- DISTRIBUTION: No. 2 - Lo Director,

- Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010038-2

e CONFIDENTIAL /'~

Ss

CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

ADMINISTRATIVE INSTRUCTION - 31 January 1951

o hw:,Wm«»———»w—»w*mn.w“%ég

SUBJECT: Oriehtation and Indoctrination Cdurse

1. a. Anorientation and indoctrination course wiil be conducted
for the purpose of acquainting new employees with the organization, ‘

authoritative information on recent changes in Agency organization,

b. = The program' will be administered by the Director of
Tft;aining, and will consist of a series of presentations by Agency
officials. ‘

2. The course will be held in the Recreation and Service Building

The first class will begin at 0200 hours, 13 February 1951,
3. Attendance: l ‘

a. Mandatory for all employees grade GS-5 and above who.
have joined the Agency since 1 October 1550. Y

b. Employees grade GS-4, entering on duty since 1 October- -
1950, may be nominated by Office heads provided the employee is on :
an assignment requiring general knowledge of Agency organization and
operations. ' :

c. Office heads may nominate personnel, grade GS-4 and
“ahove, employed prior to 1 October 1950, to attend the first class.
Nominations for this category must be made promptly tothe Director
of Training (Ext. 3531). When all requests are received, each Office -
head will be notified of the number who may attend, as selections will -
be based on available facilities. ' ‘

‘d. Requests for excusing personnel indicated in paragraph
3a above from attendance at subject course must be submitted by Office
heads to the Deputy Director (Administration) with justification in‘each

4, The schedule and office qudfas for the fifs,t class, together f Sl
with pertinent administrative details, will be published in a CIA thice. »

- WALTER B.
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3 February 1951
~ MEMORANDUM FOR,

Deputy Director (Administration)
SUBJECT s

. Employee Training

"~ 1s The employee training program as Presently constituted {a
divided into three majoy categories; :

"8 The Orientation ap

d Ind_octrination course be
© under the di

ing conducted
rect control of the Director of Training ‘

Ce In-service training being conducted by individual Asgistant
Directors or office heads. :

2. The establishment of the Tyaining Orrice und
Director (Administration) has allowed erystallization
this Office op the subject, 1% is our belfef that the
of the Agency will be served

best interests
hy Placing a1l “reining undep the direet -
control Or.8upervision of the Directcr

of Training. Only through
Centralized responsibility for this function will continuity, uniformity,
and proper direction be assured. ‘ ,

3.

er the Dgputy
of thought of

It is recomme.ided 'thatx

_ a. R‘eéponaibility for the conduct of the operations) traini
program be assigned :to the Director of Training and tha
positions

Office.

: be In-service trilning of all types be conducted by office i
porsonnel, but under the over-all‘-supervision of the Director. of b
; Tl‘aining. L ' ) ’ ’

_ ©. The Agency bation a ' 7

) orientation and indoctrination be
under' the direction and 8upervision of the pi
&8 outlined 1n Administra

. "'dﬂw ’
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